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Overview

Trigger:

An agency needs to verify that employees are set up with the correct supervisor.

Business Process Procedure Overview

Employees entering their time in Employee Self Service must have their time approved by their
supervisor in order to be paid.

This report can be used to verify that the supervisor is correct for each employee. If the

supervisor is not correct, make the correction in the Department of Human Resource’s HRE

system. The correction will update to the SAP HR/Payroll system the next workday.

Procedural Steps

1.1.  Access transaction by:

Via Menu

Reports - Other = Display Supervisor

Via Transaction Code

Z_DISPLAY_SUPERVISOR

Via Favorites Menu Display Supervisor

Double click on “Display Supervisor” and the following screen will appear:
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Erogram Edit Goto

2 FEE @

Display Empioyee’'s Supervisor
@

| Selections from |

FPayrall period
Panroll ares ;] @
@ Current period
) Other period

Selection
Fersonnel number =+
Qrganization key

Page Breaks
@ 'fes
(1Mo

Sort Options
@ Sort by Employee MName
30t by Supervisor Mame

Input — Available Fields Field Value

Payroll area UB

Payroll period Current period or Other period

Personnel number Employee Identification Number of the employee or employee’s

Organization key Agency, Low Org, and Distribution Code

Page Breaks Yes or No

Sort Options Sort within Low Org by Employee Name or Supervisor Name
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1.2.1 Specify the pay period for the Display Supervisor. The screen has the selection of

13

14

current period or other period.

Current period
» Use this option for the current open entry period.

Other period
» This report can be run for any pay period. Type in the pay period and
calendar year.

The “Personnel number” field may be used to select specific employees by
entering the employee identification numbers. Enter more than one EIN by clicking
on the arrow box next to the “Personnel number” field. A box appears that allows entry of
multiple EIN’s. The “Personnel number” field should be left blank if using the agency
“Organization key".

The “Organization key” field allows entry of the Agency code followed by a blank
space, the Organization code and the Distribution code to specify a selection of
an employee group. Use the wild card symbol, *, in the selection criteria to get all
employees within the same org. For example, to print the report for all employees in
agency 100 org 0420, enter 100(space)0420*. Enter multiple organization keys by
clicking on the arrow box to the right of the “Organization key” field. A box appears that
allows entry of multiple individual organization keys or a range of organization keys. The
example below shows entries for selecting employees in agency 100, org 0420,and any
distribution code.
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Display Employee’s Supervisor

Dispiay Employee's Supervisor

| Selections from |

Payraoll period
Fayroll area ]z BY /3420604 To A8/1342004

@ Current period 16 2004
) Other period

Selection

Fersonnel numhber
Qrganization key 100 0420*

Fage Breaks
@ fes
-x___INI:I

Sont Options
(1 Saort by Employee Mame
@ Sort by Supervisor Mame

15 The “Page Breaks” buttons create a page break after each org change or not
create any page breaks. The default is “Yes” create page breaks.

1.6 The “Sort Options” buttons will sort within the agency and low org by employee

name or supervisor name. If the option to sort by employee name is selected, the
names will list alphabetically by the employee’s last name. If the option to sort by

supervisor is selected, then names will list alphabetically by the supervisor’s last name.

1.7 Click on the Execute button in the upper left area that looks like a clock to view

the report. Examples showing the report sorted both ways are below.
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Display Employee’s SUpenisor

nlid COQ DHE ONoD AR o

Display Supervisor report sorted by supervisor name

Display Employee’s Supenasor

Report: Z_ESS DISPLAY _SUPERYISOR

ERPLOYEE

ELX

114704
112048
131207
116230
111058
107466
137961
TEBEE]
120483
1303601
THAG4H

AEY ORE DIST KARE

180
180
183
180
183
183
180
180
180
180
188

a420
B420
B420
B420
B420
8420
B420
B420
420
]
LE ]

Dizplay Enplayee Supers] aar
For Fay Period Ending 08/13)2804
Fay Period 15 2004

Parje ) 1
Aun Date: OB/30¢2004
Aun T1ee: 15:10:10

SUPERVISOR

FInl ELH MAKE L]
A000 Hanser Panela E308 108044 Austin Hark E B281
BOOR Howerd JBTT F EB328 109048 Austin Mark E BzA1
BO0B Thomas Caroline J E177 108045 Austin Hark E 2B
B00h Carpenter Francezs J B2a2 114700 Hanzen Panela B34
B0DR Frenchwond Hetty J E204 114708 Hanzen Pamela B383
BODE Henstrom Jesnette U B32E 114708 Hansen Famgla B383
000 Sugirm Barrie J B3z27 114708 Hansen Panela B388
B0ED Bavin Him B158 112044 Homard JaTt F g3z
HQEE Harlay John 1 (=R Ie] 112048 Homard Jaff F B329
AGEA Maki Joseph Alan B3R 112048 Homard Jaff F B329
HEEE Austin Rark E E2a1 118360 0ivar kin § (AL
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Display Supervisor report sorted by employee name

Report: 2_ESS_PISPLAY_SUPERYISOR

EHPLOTEE

EIn ABY ORG DIST NARE

189849 180 D420 DBOQ Austin Rark E
116230 180 0420 B8O Carpenter Frances J
111858 180 Q420 DBOA Frenchwood Betty J
129661 180 0420 aBAd Gawin Kim

114709 {180 0420 DEDOD Hensen Fanela
128433 180 0420 OBOA Harley Jahn T
187486 180 0420 OBOD Henstrom Jeans=tte U
112848 180 0420 OPOA Howard Jetft F
130301 183 0420 0800 Rak1 Josaph Alan
137501 160 3420 0808 Sugino Earrie J
131267 180 Q420 DBAH Thomas Caroline J

B=splay Enployes Superylsor
For Fay Period Ending D8/13/2004

PN

gam
BiOz
B204
Biga
BgIog
ERIET
BAZE
B129
Bize
BIZT
Bi7T

Pay Pariod 16 2084

SUPERYISOR
EIN WAHE

Fays 1
Run Data: BES31/ 2004
Run Time: 10:28:55

FI1N

118306 011wer Kiw 5

114709 Hanzan Pamela
114THS Hanzen Pamela
112042 Howard Jeft F
1E3049 kustin Mark E
112048 Homard Jeff F
114709 Hanzen Pasela
19049 tugtin Mark E
112048 Homard Jeft F
114783 Hanzen Famela

16849 kustin Mark E

810
bR
B3p8
Baz29
B201
Baza
B30A
B201
B3z8
B30E
B2E1

1.8 To print the report, click on the print icon, or choose List > Print from the screen
heading toolbar.
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2 The report heading contains the following information:

vV V VYV YV V V V

The report number

The report title

Page number

For pay period ending date
Date the report was run

Pay period number and year

Time the report was run

2.2 The columns on the report are listed below with a brief description.

EMPLOYEE EIN

AGY

ORG

DIST

NAME

PIN

SUPERVISOR EIN

NAME

PIN

The employee’s identification number.

The employee’s agency number.
The employee’s home org.

The employee’s distribution code.
The employee’s name.

The employee’s position identification number
from the HRE system.

The supervisor’s identification number.
The supervisor's name

The supervisor’s position identification number
from the HRE system.
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